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Below are the steps to access the Miscellaneous options of Mailings and Verify a Document.

MAILINGS

I.   Accessing a Creditor Mailing Matrix

STEP 1 Select Utilities from the main menu (a creditor mailing matrix can also be
accessed by clicking on Reports from the main menu then selecting Creditor
Mailing Matrix.)  

STEP 2 Click Mailings.

STEP 3 The Creditor Mailing Matrix.

STEP 4 The PACER Login screen will display.  Enter a PACER login and password.  
Click Login.

STEP 5 The Creditor Mailing Matrix screen will display.

‚ Enter the appropriate information.  Choose a Format.  Click Run Report.

STEP 6 The Search Results screen will display case creditor information and indicate
the number of creditors.  To print the report, click on the browser’s Print icon. 
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II.   Accessing the Mailing Information for a Case

This option displays (for a single case), a list of those who receive e-mail notices, and those who
require manual noticing.

STEP 1 Select Utilities from the main menu.

STEP 2 Click Mailings.

STEP 3 Click Mailing Info for a Case.

STEP 4 Enter a Case Number.  Click Submit.

STEP 5 The Mailing Information for a Case screen will display.
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VERIFY A DOCUMENT

This option compares the filed document, known as the Original Signature, with the image
displayed by the system, known as the Verified Signature.  The following message will display
if they match: The documents signatures are the same.  If they are not the same, the
document has been altered.

STEP 1 Select Utilities from the main menu.

STEP 2 Click Verify a document.

STEP 3 Enter the Case Number and the Document Number to be verified.  Click Next.

STEP 4 The Verify Document screen will display the following message at the bottom of
the screen:  The documents signatures are the same


